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POLI CE DEPARTMENTAL RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses entry |evel positions of the classified
service, the primary responsibilities of which include
processing and filing police departnent records in a centra
records division. Police Departnmental Records Clerks receive,

sort, code, pr epare, and or gani ze records, reports,
correspondence, or other information for wuse by departnent
personnel. Enployees of this class enter, locate, and retrieve

information or docunents which are maintained in hard copy
files, conputer database, or other electronic storage nedi a.
Police Departnmental Records Clerks perform the duties of the
positions under general supervision, having work assigned and
revi ewed by the Police Supervisor of Departnmental Records, or as
assi gned under the supervision of a ranking police officer.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves and reviews departnent records, reports, and other
mat eri als; processes and files materials in hard copy files or
conputer database where they are organized al phabetically,

nunmerically, or chronologically. Sets up filing system revises
such system when necessary. Traces mssing files. Enters
routine information in departnent records, and fills out all

fornms or records required or assigned. Prepares court dockets.

Operates a conputer termnal with word processing or database
system software to process paper docunents, or to enter data
which is electronically stored on conmputer storage nedia.
Retrieves information or docunents fromthe files and conputer
dat abase. Processes departnental records utilizing other office
equi pmrent  including typewriter, copying machine, facsimle
machi ne, cal cul ator, or addi ng machi ne.

Checks records and reports for conpleteness, accuracy, and
conformty to established procedures. Proofreads typed materi al
and corrects errors in records and reports, or returns themfor
correction. Reads or briefly reviews incomng naterials and
sorts according to file system

Answers tel ephone calls on assigned |ines and handl es routine
matters, or transfers caller followi ng departnment procedures.

Assists visitors with routine requests. Collects fines and bond
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noney, and issues receipts.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has met the mninmum high school graduati on
requi rements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must be not |ess than eighteen (18) years of age.
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